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BACKGROUND

Encunbrances are entered into and processed through FM5 as a fiscal and
budgetary control. Encunbrances may be in the formof purchase orders or may
be entered into the fiscal systemby other input docunments. To achieve
adequat e control over encunbrances, the follow ng procedures are required.

PROCEDURES

1. Encunbr ances (purchase orders) should be entered into the fisca
managenent system (FMB) at | east weekly and prior to rel ease of any
purchase order to the vendor

2. Al'l encunbrances (purchase orders) should be updated nmonthly after
revi ewi ng the outstandi ng purchase order reports. Any purchase order
lines that require closing should be closed at this tine.

3. At year-end closing, if funds are to be carried over, and no purchase
order has been issued per Purchasing 1.0, the exact anmpbunt remaining to
be paid will need to be keyed as an encunbrance by June 30, or no
carryover will be permtted.
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